
 
 
 

Kentucky Court of Justice Automated Employment Appl ication 
 

Instruction Manual 
 
 
 
 
 
 
 

 
 
 
 
 
 
 
We are pleased to provide this instruction manual to assist you with the 
completion of the Kentucky Court of Justice automated employment application. 
This manual gives an overview of the application and includes user-friendly 
directions on how to navigate throughout the application. The manual ends with 
users frequently asked questions. 

 
       Please contact COJHR.Jobs@kycourts.net for any questions or comments. 

 
 
 
 
 
 
 
 
 
 

Department of Human Resources 
Administrative Office of the Courts 

100 Millcreek Park 
Frankfort, Kentucky 40601 

502-573-2350 
fax 502-573-1633 

 
COJHR@kycourts.net  

www.courts.ky.gov  
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One of the benefits of the automated electronic app lication is to give an 
applicant an opportunity to submit their applicatio n electronically for 
specific jobs of interest. The user’s account allow s the user to save the 
application, update the application and submit it a gain for future postings. 
A user will also be able to see the status of their  application as it travels 
through our hiring process. 
 
Let’s start by how to create a user account. 
 
Create a user account  
 
 

 
 

1. Click on the here button from the employment opp ortunities page. 
 

This will take you to the Kentucky Court of Justice  (KCOJ) public 
menu. The public menu will offer the public one log in access to 
KCOJ secured applications. The automated applicatio n is one of 
those secured applications. 
 

 
2. Click on Register. An account entry form will ap pear. 
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 3. Enter all information as requested in the field s above. 
 

4. After reading the requirements, click the checkb ox to agree. Click   
Register. 
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5. A message box will appear. After clicking ok, go  to the email account 
you registered with and click on the email sent fro m systems@kycourts.net 
to verify your email account. This verification ens ures the email address 
was entered correctly, as this may be a means of co mmunication 
throughout our hiring process. 

 

 
 

6. If you login without verifying your email, click  on the verify email and 
then go to the email account you registered with an d click on the email 
sent from systems@kycourts.net to verify your email  account. 
 

 
 
 
User successfully registered message box appears. I f it does not log back 
into the public menu and click verify email again. Another email will be sent 
to you to verify the account. 
 
7. When you click on the verification and it is suc cessful, more menu 
options will appear.  
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Update Profile  
 
By clicking on update profile, the personal informa tion data can be updated 
to store in the new applications to be submitted. I t is the same personal 
information fields as in the registration process. 
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View Open Jobs  
 
1. Click on View open jobs. A listing of open posit ions will return in a list. 
 
2. The jobs can be sorted by department or by locat ion (county). 
 

 
 
3. When there is a job of interest, click on the fu ll description link to see a 
complete advertisement. The job advertisement will open in a pdf format.    
(If it does not open, ensure the computer has Adobe  Acrobat reader and is 
allowing pop ups.) 
 
4. Close the description and click the apply link. 
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Applying for a Job of Interest  
 
 
1.  When viewing the jobs, click on the apply  next to the job of interest. The 
job of interest will appear at the top of the appli cation.   The application will 
open to the profile section of the application. 
 
 
 

 
 
 
2. A navigation menu of the 12 employment applicati on sections will appear 
to the left of the screen. The sections can be comp leted in order or by 
clicking on the section from the menu, you can comp lete them at random. 
   ***Must complete the Final Review section  last and hit submit button**** 
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3. Entry fields titled in red are required to be co mpleted. 
 
4. Date fields can be entered in mm/dd/yy format or  mm/yy format. In the 
mm/yy format, the program will convert it to mm/01/ yy. 
 
5. At the end of each section, there will be menu b uttons to go back or 
move forward by clicking next button. 
 

 
 
6. Under some sections, it is necessary to click on  add item. This will open 
data fields under this section. For each different certification, education, 
employment history, etc. it will be necessary to ad d item for each entry. 
The scroll bars can be used to scroll down to each new added item. If an 
add item is not needed in the section or there are no more items to add, 
click next. 
 

 
 
7. Within the add item section, there are options t o save or cancel. One 
must be chosen before moving forward in the applica tion. 
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8. After reviewing and completing the application s ections click on the 
Final Review section. The zeros listed in the curre nt information will appear 
as the number of items that were added in each sect ion. By clicking on 
View Application, the full application will appear for easier review. At this 
time, the navigation menu to the left can be used t o go back to any section 
to update, add, or remove information  
 
The agreement must be read and checked before you c an submit the 
application. 
 
If updates, additions, removals were made go back t o Final Review section, 
review application and once satisfied, click Submit  button. 
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Application Status  

 
 
 
Once an application has been started, an application history begins. Each separate 
application will have status related to each job of interest attached to it. The 
applicant can view these statuses along the routes of the hiring processes. 
 
The below are statuses viewable by applicants. 
 

• Not submitted – Applicant has started an applicatio n but not 
submitted it. The applicant can modify the applicat ion. The AOC              
will not review not submitted applications. 

 
• Submitted – Applicant has submitted an application for a specific job 

of interest. The AOC will move that application to Under Review and 
then review the application for minimum qualificati ons. The applicant 
may update the application until the status has bee n changed to 
under review. 

 
• Under Review – AOC has moved the submitted applicat ion to under 

review status. The application will be reviewed for  minimum 
qualifications. If met, the application will be mov ed to Department 
Consideration status. If not met, the application w ill be moved to the 
Qualifications not met. 
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• Qualifications not met – AOC has reviewed the appli cation and 
determined the application does not state the minim um 
qualifications. The applicant will be notified that  the minimum 
qualifications were not met. The application will n ot  be sent to the 
Department. 

 
• Department Consideration – AOC has reviewed the app lication and 

determined the application does state the minimum q ualifications 
and the application will be forwarded to the Depart ment for 
consideration of interview. During this time, the D epartment will 
review all applications and make direct contact wit h any preferred 
applicant for interviewing. 

 
• Applicant Not Selected  - The application has been reviewed by AOC. 

The applicant may or may not have been a preferred candidate to 
obtain an interview. Another candidate has been cho sen for the job 
of interest that this particular application for wh ich this application 
was submitted. The applicant will be notified that another person 
was selected. 

 
• Posting Deadline Closed – The application was recei ved or 

postmarked past the job advertisement closing deadl ine. The 
applicant will be notified that the application wil l not be considered 
for the particular job of interest. 

 
• Applicant Selected – The application has been revie wed by AOC. The 

Department has interviewed all preferred applicants  and made the 
choice to hire. The Department offering the positio n only will give a 
job offer. At no time, does this application status  constitute a job 
offer. 
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Court of Justice Employment Application Frequently Asked Questions 
 
 

Q: Do I need an email account to create an account?  
A:  Yes, an individual email address is required for registering. Many Internet services offer 

such an account for free. The email account is used as the sign on userid as well as for 
communication throughout the application process. 

 
 
Q: Do I have to submit my application online? 
A:  No, you may click on the application form and complete the stand alone  application, 

print it, and fax or mail your application to COJ-AOC HR, 100 Millcreek Park, Frankfort, 
KY 40601. Fax 502-573-1633 or 502-695-1759.  All applications must be received or 
postmarked by the closing deadline. If submitting a paper application, a separate paper 
application must be sent in for each particular job of interest and will not be retained on 
file for future considerations. 

 
We encourage you to take advantage of the automated process by obtaining an email 
account and signing up for a Court of Justice application account. This will save you time 
by saving your application and a click of the button is all it takes to update or apply for job 
openings. 

 
Q: I have forgotten my login userid. 
A:  Your userid is a full email account that you chose at the time of registration. It will include 

the email extension such as @kycourts.net. You may send an email to 
COJHR.jobs@kycourts.net listing your full name and mailing address. Your login userid 
will be sent to the email account used at the time of registration. It is your responsibility to 
check any of your email addresses to locate the one you registered with that will have the 
email verifying your login. 

 
Q:  I have forgotten my password. 
A:  Click on forgot password. Your password will be reset and mailed to your email address. 
 
Q: Are the job vacancies posted the only vacancies in the Court of 

Justice? 
A:  No, the job vacancies are primarily Administrative Office of the Courts postings with a 

growing number of judicial and circuit clerk position vacancies. The AOC is the 
administrative arm of the COJ and supports the justices, judges, and circuit clerks. The 
positions in their offices are filled through their internal processes. 

 
Q: I cannot open the job descriptions or view my ap plication 
A:  Ensure your Internet explorer is allowing pop ups and that Adobe Reader is installed on 

your computer.  
 
Q: Can I apply for a position that does not have a vacancy posted? 
A:  Possibly, if the position is not one of AOC’s positions. You may complete a standalone 

application and submit it directly the elected official. It is their discretion to accept 
applications when there are no vacancies or for their positions.  
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Q: What if I decide I am longer interested in a pos ition and can’t delete 
my application? 

A: Contact COJHR.jobs@kycourts.net and request your application be removed from 
consideration. 

 
Q: What if I need to make a change to my applicatio n and the status has 
 changed and I can’t modify my application?  
A:  Contact COJHR.jobs@kycourts.net with the information that needs to be  updated. The 

COJHR office will forward the update to the department if it is relating to your contact 
information. If the change is other than contact information and the closing deadline has 
passed, the application may not be altered. 

 
Q: Can I save my information and finish completing it later without 

losing my information? 
A:  Yes, click on the update button from the last section you are working in and all 

information up to that time will be saved. 
 
 
 
 
 
 
 
 


